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FOREWORD
Neli,programs are developed in the Chicago public schools primaFily by
local school personnely4ncluding principals and teachers, with the
cooperation of parents and other interested community members. One of
the major responsibilities of the Department of Government Funded Pro-
grams is to assist the schools in developing proposals for supplymen-
tary education prograTs. As a resul't of this assistance db.cing the last
several years, several hundred proposals have been developed. This
book is a distillation of lessons learned from these experiences,, and,
as such; it reflects our ideas of the most effective and productive.
methods of developing proposals.

Although the department' primary concern is with programs receiving
supplementary funding rom a government agency ,)r- prhiate foundation,

I believe that identi ying a school's needs and designing programs to
meet these needs are essential ingredients in improving education. Lt

is my hope that the discussions conducted in the process of designing
a program will be of value to all schools, whether or not a proposal
for government funding.is written.

Similarly, although this book was written with the Chicag6 public
schools,staff in mind,,I believe that educators in other school diws-
tricts will find value in ft.'

I.

James G. Moffat
Assistant Superintendent*
Department of Government

Funded Programs

),



This book is addressed to the principals, teachers, Parents, and *

community members of the Chicago publicschools who are interested in
developing special educational programs that might qualify for sup-
port from federal, state, or local government agencies, or from private
foundations. Since the process of de-veloping a program and writing
a proposal for funding by. one of these sources differs in several
important respects frOm,the process of developing a regular program, it
was felt that -a handbook detailing the steps Mh this process would be
helpful.

Throughout the book, the Departmefit of, Government Funded Programs' ser-
vices to proposal developers are described. One of the department'
rimary functions is to advise and assist schools preparing proposals
or submission to funding agencies. The department itself does not
initiate or develop proposed programs and does not operate proghams;
rather, At.helps schools, undertaking the task of developing programs
for potential funding. -

AlthOugh the primary audience is the Chicago public scflools, the pr9-
cess of designing speciat programs and writing proposals for govern-
ment funding i..7simil'ar in other school districts. Coneguently, other
educators may discover matters pf interest to them discussed here. It

is hoped that they will find this book a helpful-guide to proposal
development and can use the idcA presented, .-

,%
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IITRODUCTION.-
PROPOSAL DEVEL PIVE
THREE STAGES

.1

In the last decade, educators have become more aware of the need to -

improxe education, in order to meetthe changing conditions of society.
During this time, 'the federal government has become increasingly active
in education by providing financial assistance for, a variety of pro-
graft's. In addition, many state.and local governments and private
foundations have expanded their support of special educational programs.
The result has been a rapid expansion of the number of schools con-
ceiving, planning, and implementing programs to provide,for particular
needs of students, with the assistance of special government or foun-
dation funds.l..

Many schools% however, have not developed,such programs because they
are unfamiliar with the process of developing a special program and
of writing a proposal for government-funded programs in education.'
The. primary purpose of this book is to explain this process.

The impetus for developing 'a program can comefrom any of several
sources. Teachers or administrators may Save ideas for improving the
educational program. Students .mayexpress a desire for activities
that are not currently available, Parents and community members may
identify services they wihthe ilhool to provide. Federal or state
legislation may indicate areas fgf potential programs.

IA special educatibnal program may be developed by one school, a group of schools,
the local educational agency, or ip cooperation with an institute of _higher edu-

- cation or a noneducational organiiation. Regardless of who develops a program,
the process will be essentially the same.

. .

2Fec convenience'? government-funded programs Is used throughout-to designate
supplemental educational programs funded by federall state, pr local government
agencies, or by private foundations.

f
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'pateve the source; the, process of transforming an idea or desire into
n oper timg overnment-funded'program has three major stages:

I. airyeying the school situation to determine present and
...

desired accomplishments.

)
.

1

2. Designing a program to help
A.

achieve the desired
_

accomplishments. 9

3. Writing a proposal describing the proposed program to
fundfng agencies.

In the first stage', an assessment committee should be astablished.:
This committee will determine the school's educationai goals and stan-'
dards of achievement, identify students' present ischi,e'vement and ihe
disparity between desired and present achievement, determinethe causes
of the disparity, and decide what the needs are and 'which are most
critical. This process of surveying the educational situation is known
as a needs assessment.

In the secondstage, a planning committee (or some other group.or indi-
vidual) desigls a program to meet the most important needs. This
includes deciding what type of program is needed, who will participate,

valat activities will be included and how they will be organized, and
what personnel, material, and administrative resources will be needed
to carry out the program. While the process of developing a special
educational program for potential funding by a government agency is
similar in many respects to that of developing a 'regular progHbm, there
are significant differences. Most government support has three.stip-
ulations: programs must be supplemental, targeted, and capable of
producing measurable results.3 The program planners must be aware of
these, and other agency restrictions that might apply, since they will
affect the development of the program.

These stipulations wit! also afject.the third stage in the process,
writing a proposal. The proposal must describe the proposed program
to the funding agency in terms that will satisfy the needrfor clearly
measurable results. Although each funding agency has its own guide-
lin'es for writing a proposal, experience indicates that a proposal
containing the following parts can be readily adapted to almost any
set of guidelines:

The statement of needs describes the most important
needs, as identified by the needs assessment, pro-
viding supportive data and other information to demon-
strate the nature and importance of the needs. The
local n eds are related to the funding agencyrs
concer

3These stipulations are discussed in detail in Chapter-Ill,
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The objectives of a program are ba ed on the needs and
indicate,what.the program intends to accomplish. They
are stated in precis.g_terms of e pected changes in
behavior or performance over a given period of time.

The procedures specify the means by which the results
specified in the-objectives will be attained. The *

.paKticipants, instructional activities, staff, organIza-
tion, materials, and equipment are all described.

The evaluation design indicates how, when, and by wholPf
a program's accomplishments. will be measured. Each
objective is individually evaluated, and a method for
,collectimg, analyzing, and interpreting all results
is specified.

-

The dissemination design descrrbes,a plan for inform-
ing various audiences about the nature, progress, and
results. Of the prograp.

. The budget provides ,a detailed statement Of how,much_
the program will cost. It usually indicates what
portion of the cost will be met by the local school
district and what portion is requested of the funding
agency.

Throughout the three,,stage process of proposal development, school
can receive a variety of assistance from the Department of GoverriM6fit
Funded Programs. Initially, the department's Information Center should
be contacted. Staff of this office can answer preliminary questiTs
and put the program planners in-touch with the appropriate administra-
tors in the department. These administrators can explain the inten-
tions of various legislative acts, indicate which might be most
appropriate for the school's particular-circumstances, and suggest the
likely levels of funding. Although it is not necessary t6-devel_op_a
proposal for a particular funding source, knowing early what the var-
ious agencies' guiteli4es are and how much money 4s likely to
available can be helpf 1 in designing a program and writing a proposal:,

The department can al o provide assistance,Ouring other phases.of
posal de'lopment. I can prov'ide assistaficewith conducting a needs
assessment, developi g objectives, and planning an evaluation design;
can provide informs "ion about the costs of program elements, and will

'

prepare the formal udget statement for the proposal; and can provide
information about dissemination, and will edit and oversee the repro-
duction and distrib ion of the final proposal.

%

In the following chapters, each stage of proposal development is dis-
cussed in detail. 'While the responsibility for initf<ing.and devOop-
ing -- as well as operating -- the program rests with the individual
school, the department can be helpful with a number of problems.
Wherever possible, this has been specified.

4
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11 Introdudtion
4 14

0

Before a program can be designed, it is necessary to discover what the
school community wants and needs. This .carMpe determined by a cOrpre-
A(nsive survey of the educational situation through e needs aessessment.

A heeds assessment can serve several purposes. It' An identify the
extent of students' current achievement, either_ individually or by
grade level, subject, OP some other desired grouping., it cam ,deseribe
the nature and degree of proficiency of the teachers' skills, and

4

4

.

.
4 15,
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reveal areas for improvement.' It can identify community factors ffect-
ing,students' achievement and can provide.a means for determiping par-
ents' and community members' ideas of educational needs. Finally, it
can provide information for making decisions about thewallocation of
resources, the areas oT greatest need, and the kinds of programs
needed. d

4-1

The process of condLicting a needs assessment involves four steps:

Establishing the school's educational goals and
stand1rds of achievement

Assessing current_achieVement
a

II. Identifying problems by determining the disparities
betWel actual a desired achievement, and pin -`

(pointing the cau 5 of these disparities

Identifying the needs and deciing which are most
important.

These Tasks are best performed by a committee that inducts represen-
terives.of all groups in the school community that have an interest.k
improvina the educational program. In addition to the schcol's
aA6ministrators, teachers, and paraprofessionals, the membership should

I
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i.
Incltide,pareRts o4 students

,

and representatives of ir.terestecom-
munity groups,- 'In _high Schools, students coufd be included. Repre-

,

...,..,, sentatives of-other groups, for instance, business, also may be

% nvItet Ma servdipn the ,aommittee. .
1,*..._ .

. .

& 44
pa...-While the rtj2-ipatkon of loca.1 community people jn all phases Of

1 .,

.
. prdposa4 devel6pment is mandated by both the Board ofilEducation and
,most funding agencies, there are other sound reasons for this partici-

pation. First, jt pr jdes a wide range of attitudes, knowledge, and
philosophies that ,carl.;te broug.4-1- to bear on -t1-;e task of assessing ,

needs. Second, it:giyes the school increased public support and

assitance::Thlra; 'ft helps parets, to'better understand ileir 'chil-
dren's education and enables them tO contribute to, and_ participate in,
the schOol protram.,

$

o

Establ0Hing Educcrhanal Goals 4

Since needs are predicated upon desire S; the starting point in the pro-
cess'is to determine Wrat the staff, parents, and community want-the

fop school to.provide the students. 'Put another way, is necessary to
decide what the school commuflity regards is its educational goals,,

.

Goals are, Simply, statements of the knoWe'dge, abilities, or values
student should have attained when they complete their education in
the school.l, Goals are neither universal nor permanent, but are.,,an

.aoutgrowth of'a.society's values at a certain time and of community's
-.particular deskires. As such they are subjective. At one time, allPjor
goal in education was the mastery of-Latin; bgt today this is no longer
important for most Schools.' Similarly, educational goals may Offer_,
from one plade to another, depending upon what knowledge; abilities,
and values the people of the commuNty P-elieve-are most usefuj,to
theft children.

, 1.-
. .

.

Identifying Goal. Consequently, the assessment committee myt,deter-.
mine what the.present educational goals of the school are or should
be. Ore procedure for doing thi-s is as follows:

I. Compile a list of possible goals. , '' 1

-2. Submitth4is list to eople_and groups involved in
the school, masking them tc indicate the relative
importance gf each goal:

3. Tabulate the'resuts and draw .up a list of goals
in priority order. (

1Goals.sometimes may be stated, in terms of the school (e.g., "The school Will have
.a curriculum iri ethnic heritage studies'). These institutional goals should be
restated In terms of, students, since they are in fact means Of attaining educa-
tional goals.

I.
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In step one, compiling a list of possible goals, many sources can be
. used,. The goals Vtablished-by the Board of Educatibn should be COQ=

salted; so, too, should the goals developed'by.the Illinois Office of
'Education (formerly the Office of the Superintefideht of Public Instruc-

. tion-). Other Sources of. ideas for educational goals are the U.S.
Office ot.Educati'on; curriculudkpides and.program Cbscriptions;
trancerequirementl of'area collegeS.; requirements and, "needs of pOten-
ti-al'employers' p4rents' and community members' concerns; teachers'
reports and comMents; ,and the comments and requests\ofstudents.

In. step two, thesurvey-0 opi.nion shovld be directed. -4t all groups
that acre involved or jnt4rested in the .,chooi. Theiresponddnts shpuld
be asked to indicate which goals they regard as most impdrtant,,and
why. A rating scale could bejised, but space 'should be allowed for
respondents to add other goals to the list. A Separatequestionhaire
maybe developed for eachgroUp,

or

In tabulating the r sults of the survey and arranging the go'als.in a

'priority order, scim considerations should be kept.in mind... A goal
mvy be important to a m ority of all the grdups, or it -may be impcir-
tent to on I' one or .two roups. A goal may be shoOt-term year, or
less) Or long-terM eral years; usually' by the end of 46brin4).-
A goal may apply t ach student individually, to grq.As of students,
or to the school. These factors may dictate a list of goals divided
into various subgroups, with items ranked in each sublist..

The committee may decide upon a different procedure for determining
goals, but regardless 9J theapproachivised, the result should be he
same: a priority-ranked list of broad educational goals, ,reflecting
the interests and concerns of ail .groups!.

1

Standards, of Achievement. I orderto cletermnp whether or not a std-
dent has reached a parlicu.kir goal, it is necessary to decide what
constitutes achievement of that,,,go0.- For exaMple,if the goal is for
the student to become competent in mathematics,*the specific arithmetic
skills the student must master need to be-stipulated. Ihesestipula-
flans constftUte the standard of achievement for this goal.

For long-term goals, interim,standards of achievement should be- stated
-preferably for each grade le'Vel, in order to.provide criteria-for
measuring students' prdgress. - In thp mathematics example mentioned,
the standard of achievement for grade 3, tor instance, 'might .incl'ude-
a 100 percent knowledge of the multiplication table and the standard
of achievement forgrade 4 might include the ability to'correctly
solve at least 80 percent of the problems in long division'on an
established test.

2Action Goals for the SeVenties. Second edition...111inois,Office of Education
(formerly OSPJ). Springfield, Illinois, 1973.

13
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Either of two methods can be used in developing standards of achieve-
ment. One is to use local or national nof-ms as, reference points. In.

this case; standards of achievement.wouLd be,sfated in terms of grade
equivalents, percentile rank$, or stanines. The other method, known
as the criterion-eferenced method, is to establish criteria of'prog-
ress by deciding what skills, knowledge, attitudes, or abilities
should be ,attained at various grade,iev,els.

Both methods have advantages and disadvantages. ThenorM-referenced.
Method offers readily available standards (national or local norms),
but it does not directly indlcate what a Vtudent,otteds to acquire,
only how his progress should compare to that of the norm group. The
cri.terionzreferenced method, on the other hand, does indicate what a .

student needs to acquire, and compares his progress'to his own past"
achievement. The disadvantage in this method'is that-criteria must
be established for'each goal and grade level. For instance,if -the
*goal islthat students become proficient in Latin, someone must decide
what will constitute proficiency (terminal standard.of achievement)
and'whatproportiOn of this needs to be acquired at-each grade level
(interim standards of achievement).

A

Standards of achievement that have been well developed and clearly
stated can be quite useful insu4sequent stages of proposal develop-
ment, particularly as a basis for determining performance objectives.-

1 (2 Assessing Cuteri[ Achievement
Before needs can be determined, it is necessary to identify the'prob-
lems that exist. These are indicated by disparities between actual
and desired achievement as expressed !nape standards of achievemerit:
Therefore, the next step is to discover .1-1e extent of achievement at

the,preseqt time, in other words, the level at which the students are
currently performing.

canconducting this assessment, twp kinds of data can be collected,
objective '("hard") and subjective, ("soft"). Objecti e data are facts
and figures,. gathered usually by examining test sc_res,.demographic
studies, professional research, school records, evaluation reports,
and other sources. Subjective data consistof the comments, sugges-
tions., and opinions expre.ssed by parents, teachers, students, admiilis-

trators, and community members, and the theories and ideas 09 scholars.
They are usualty gathered by questionnaires, surveys', inte?views, .

meetings, or frOin'readings in professional joitnals. Subjective data,
can be tabulated to identify the most frequent comments and opinions,
or tabulated by groups, or.simply listed.
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1.4 identifying Orobierns

Disparities. Once a comprehensive picture of the present status of the
students' (and staff's) Oerformancehas been Obtained, it can be com-
pared to the standards of achievement. This comparison will reveal
disparities or gaps between actual and desred performance. These
gaps indicate the problem areas, If an assessment showed that half

' the students in grade 5 were 1.5 years or more below grade level irp

mathematics, this would indicate a problem area, assuming the standard
ofachievement to be grade-level ability in mathematics.

The problems should be defined as precisely as possible. A disparity
in mathematics, for instance, needs.to be analyzed more closely. The _

students may be deficient in muTtiplIcation or in long division,-or in,,
both. The problem or problems must be clearlyi'5tated, including the

, magnityde of the diparity. Exact ydentifi tion of problems contri-
butes to-more effective programming'. 1 c

44' Causes. Itis not sufficient,ufficient, however tos,lidentify the problem area.
4....

A $isparity in performance could result fran any of several,factors.
Further analysis of the objective and subjective data is necessary to
pinpoint the exact cause or causes of the problem. In the mathe-
matics example cited, the disparity could be due to learning disabili-
ties-dOkhe students, to inappropriate instrLiction materials or tech-
niques, or to insufficient motivation for learning because of low

!
,self-es em. Each-would require a different type of,program to solve
the prob em. The problem maybe common to several schools, while the
cause could be different for each. (Implicit in this is the thought
that the solution to the problem will'be different for each school.)
'This fact emphasizes the importance of a local needs assessment,
,conducted by and in the schottel community. .

15 Identifying Needs
Precise identification of The problem areas and splecific causes leads
directly to the statement of needs. A need is, simply,-that which is
required in order to solve the problem. Returning to the mathematics
example of the previous,section, the need could be for a specialist
in learning disabilities, new and different instruction materials,
staff training in special techniques for teaching mathematics, or
intensive, individualized jnstruction,to increase self-esteem by
fostering success. (Other possible needs exist for this example.)

4
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Once the need have been identified, they should be rankbd according'
to important~. Ifl determining the priority of each need, several

.

factors must be considered:

, i

:

f--19,4large is the disparity between desired and actual'
-

achieemipt?

4
How:large, is the potential target group (the 'anticipated

c* prograM participants)?
? ,

.
Wpat is the priority rank of thi goal to whd.ic the need

'

is related?

How ,important Ps the need fo'each of.the various groups
affected?

What.,,:is the' school's potential for meeting the need?

%:
What would various progr s for meeting the need-cost?

How long would it take.t eet the need?

Whaf related problems would be alleviated if to need'
is met (or aggravated if it is-notmet)?

The result of this process should be a list of the school's Most impor-
tant Dieds, in a priority ranked order.

Strnrnory

The process of assessing the needs of a school community involves the
deTermination of the following items4 each of which leads to the next:

.
.

1

Goal

Standard of'Achievemeni-
Current Achievement
Degree of Disparity
Cause of Dispar,ity

Need

Once the need's are' stated and ranked, the school can de hat type
of progra it needs,Thand whether or not the support 'of government
agency is required, It may be possiblejokmeet the needs by reallocat-
Ing.the school's present personnel, material, and fionancial resources
fo fit a new or modifid school program. Alternatively, then Board of
Education may already have a special program that.would meet:the needs,
or be prepared to institute one. If neither'solution is Opssilaie,
thy answer may be 'to develop a program for potential funding by a
government agency or ftivate foundation.'

. J
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21 Public hvolvernent

VI

nce the school community's goals have been established and its most
important needs4d6termined, a program can be designed to meet the .

. needs and attain the gOals. Generally, it is advisable to share the
responsibility r designing a, program with representatives of those
groups that are likely to be affected bye the projected program or that
have a particular'interest in it. The assessment committee, with some,
changes perhaps,could be used for'this purpose.

%-

Even ifAa committee is not used, the program planners should solicit
' the ideas of all concerned groups: administrators, teachers and

paraprofessionals;'ptreqts, community Members, students,'and others.
Such participation is mandated by most funding agencies, and by the
Board of Education, because experience has shown that progCams devel-
oped from the contributions of ail interested groups are usually
better and gain greater public support.

2.2 s TR6cluiretInents

Although the development of a special program for, potential government
funding is similar in many respects to the development of a regular
program, some significant differenceido exist, largely because, of the
special restrictions attached to the use of tie funds. Each legisla-
tive program has .its own particular limitations, reflecting the aim of
the act. The Emergency School Aid Act, for instance, is intended to
assis*'witp problems incident to school desegregation.' Consequently,
the regulations specify particular characteristics for school districts,
in order to be eligibld for support. Other acts,.directed at other
probleTs, dave different requirements.
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There are, however, three major requirements that are common to vir-
tually all government-f.unled prograrrin education. The firs-t require-
m nt is that funds can be used only to supplement a school district.Ys
le al obligation to students. They cannot be used to replace ("sup-
plant") local funds. This means, for example, that if a school dis -'
triotiprovides a -teacher for each group of 35 students, and.35 students
are placed in a,special program, the sch6o1 district must provide one
teacher for thjs group. Additional staff (a second teacher, ateacher
aide), or special materials and equipment could then be provided with
supplementary government funds.

The second requiremen+aot government-funded programs is that they bet-
targeted in some manner. They may be restricted to a selected group

s.tudents, or directed to a specific purpose or area of study, or,
sometimes, be li"ited to a certal)n period of time. Under the Elemen-
try and Secondary Education Act, for instaAce, Title I aid is re-

: stricted,to school'in low income areas, while Title'VII is intended to
help children whose first-languge is not-English. Title Ill will
provide asi,s4ance for anystudents, but'only for programs that are
innovative or exemplary in some respect, and normally only for a
maximum,p\ f three years.

The third requirement of government-funded programs is based on the
fact that pubtic funds are being provided to help educators achieve
specific ends. Conequently, schools are required to provide funding
,agencies with reports detailing the effectiveness pf the program. To

make this possible, it is necessary that the programS.be designed with
goals that are specific, quantifiable, and measurable in their attain-
ment.

This requ,irement means that the' program planners' must know, at the out-'

s t pf the planning phase what they expect the program to achieve.
Pre Iminary objectives which will meet the needs of the program need
to be stated. During the w.iting of the'proposal, these preliminary
objectives can be refined in4.the specific performance and management
objectives df'the program, I ( -See Chapter III.)

1lt

.3 Types of PrFigrarns

The actual supplementary program develop d by a school -will depend
upon the school's priority needs. Usual! , though not always, the
programmill, irtto one or iore of the following categories:

r ' 4 V

Basic curriculum modificatiOn or expansion,

Compensatory, designed to counteract, the educational
disadvptages resulting from socioeconomic or other
conditions. -ft-



Remedial, designed to correct specific learning
deficiencies of students; usually involves intensive,
individualized instruction.

Enrichment, designed to enlarge students' intellectual,
cultural, or social experiences. An ethnic heritage
study program might be an example.

Alternative, in which the regular program is restruc-
tured. Bilingual education programs, dropout preven-
tion programs, and programs for-the handicapped could
be instances.-

Special NeedS, dealing with selected topics or problems,
such as drug abuse education.

Supportive Services, which incly a variety of non- .

instructional aOtivities such as health care or free
lunches; intended to promote proper conditions for
learning.

,r-
lotatf Development, designed torialprove teachers/ and
araprofessionalsi skills, o teach them neW1tech-

.

niques. In such progr,t...,, a defined group of students

should directly benei t
hlt

Most programs are likely to tie combinations of these types. S.upport-

ixe services andiVaff development are included as components of most
plfrograms. A compensatory program may be remedial, or enriching, or
both. The precise combination must be ,determined by the p1anners to
meet their needs

,2.4Portidpcint
The next task is4to identify the target group and select the program
participants. 4MW, needs assessment will probably have resealed the
potential target group, that is, the students most in need of assis-
tance. In selecting the students whwill participate, funding agency
regulations and the projected size of the Program should be'kept in
mind.

Many criteria are available for selecting participants. The most fr.e.-.

gliently ulrd include pupils' test scores, school records (e.g., atten-
dance), r commendations by teachers or administrators, and socio-
economic or cultural fictors. In some cases, random selection,of
pupils from the target group is used. ,In other cases, enrollment is
open to all target group students on a voluntary basis, up to the
capacity of the program.
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The progt&am plaripers need not select the specific participants, bUt
they should decide upon the. number of students to be served, their'
ages., grade levels,, or other characteristics, and the criteria to be
used in, selecting the actuit participants.

Actiyilies

The'par-ticular instructional or supportive activities to be included
will depend upon the program planners' j,udgments.of how best to'meet
the target needs. The activities selected should be complete, pdrpose-
ful, coherent, precise, and tested (except for Innovative programs).
Since the program must be targeted and must yield measurable results,
the activities need to be carefully planned to ach. ve the program's
objectives. The planners mus# also determine how he special program
will be,coordinated with the regular school progr

26 staffing

The planners have.to determine the number and kinds of staff needed
for the program. Each different position should be identified (e.g.,
reading teacher), the duties and minimum qualifications described,
and the number of such positions stated.

Conisideration should also be given to how the staff is to be organized,
whether in self-contained classrooms, according to subject specialize-
tipn,,or as a teaching team. Other aspects of staffing to be considered
are the use of specialists, paraprofessionals,,and volunteers, and the
use of the regular school staff, either as a source of teachers for
the program (in which case, their regular positions will need to be
filled) or as resource persoh,S for the program (in which case, sub-
stitutes may have to be providA).

2.706anizabn
Time. A comprehensive time schedule must be developed, taking into
account the following questions:. How many hour's a day (or'week) will
a pupil spend in each program activity? What is the projected'daily
(or Weekly) activity schedule? How many weeks or months wilrl the

i program operate? Will a student participate in the program for its
duration, or will his participation be determined by his need? When
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and for how long will staff preservice training be provided? How
-requently wrIl inservice sessions be conducted? At what time of day?
(If inservice scheduled outside regular teaching hours, compensa-
tion must be provided in the budget.) Whert will testing and evaluation
take place?,

Grouping. Provisions must be made for grouping the target students 4,/
for instruction. Essentially, there are three methods for doing thrs.
If instruction is to be individualized, each pupil will be working at
his own pace and level. Small groups'based on common needs or Common
interests can be used, or the entire class may constitute the instruc-
tiormroup. Quite probably, all three methods will be used in most

Q. programs, at,different times and for definite purposes. But the pro-
gram planners should determine which grouping methods will be .used.
.They should also decide what cril-eria will be used for-assigning stu-
dents to instruction groups.

These criteria can be based on the results of diagnostic tests given
at the beginning of the program. Each student can be tested to deter-
mine his strengths and weaknesses. This information can then be used
to determine his individual needs and to identify those students who
share common problems. Italso provides a basis for heterogeneous
grouping, in which students with a weakness in a given area can be
crouped with students having a counterbalancing strength.

Staff Development. Since the program is supplementary, it will prob-
ably involve new teaching methods or techniques, or new instruction
materials'and equipment. Consequerrtly, staff development activities
should be planned, for both the, professional and the paraprofessional
staff. This should be a continuing process, in which the program staff
receive instruction in the new or special aspects of the program, and
in which they can share their experiences and ideas during the course
of the program.

2.8 Phyical Need
Space. During tha planning per' space sufficient to accommodate 4

VIC
the projected activities must b ated. This space either needs to
be properly. equipped or be capab e 'of being equipped with a minimum
of remodeling.

Most funding agencies are reluctant to invest money for education in
physical plants. Few permit construction of facilities; renting space
outtide the school is.permitted, providing it is justified. Wherever
possible, schools are encouraged either to finds space in (the school
building or to obtain a mobile classroom. Remodeling is an acceptable
expense, within limits (usually 10 percent of th'e budget), providing
it is justifiable. Most often, space is Contributed by the school
district.

414 2 2



Equipment. The necessary instruction and office equipment should be
determined. In planning an equipment schedule for the program, theme
concerns of funding agencies and the continuation of the program thoul.d_
be kept in mind. Most fundihg agencies require that all major items
of equipment be justified in the proposal and, during the prOgram's
operation the equipment be used only for the program's activities.,

When government support for a project terminates, the equipment often
remains with the s.G4.0,-CI district; In some cases, this equipment can
constitute the basis for continuing the program after government sup-
port 04 terminated, with reduced funding provided by the.school .d4S-

Materials. Instruction materials may be either commercially prepared
or developed by the program staff: Which materials to use will depend
upon the specific activities of the program. Commercial materials,

.though frequently expensive, may be highly motivational because of
,their colbrful, attractive formats. Teacher-made materials have the
advantage of being designed expressly for the program participants; #
the disadvantage is in the amount of time that may be needed to velop
and test the material. It is also more difficult to correlate ethe--use
of teacher-made materials with standardized test instruments than it is
with commercial materials, which frequently include evaluation ilistru-

,Jments.

IT program planners decide to use commercial materials, they must"tae
care to selectmaterials that fit the activities planned, rather than
fitting the activities to the materials. If a commerciail designed
instruction packet is used as fhe foundation of the program activities,
the planners must be certain that the packet will truly meet the
locally identified needs.

Administration

Someone will tl.aveto be responsible for running the prOgram. The
principal had overall responsibility for all programs in his school.
However, a full-tithe staff member (perhaps an aistant principal) may
be needed for a large program, to provide operational Peadership. For

smaller~ programs, a head te2cher would probably be satisfactory, if

sufficient time is allowed-Tor administrative duties and preparation
of reports. A government-funded program will entail a certain amount
of' paperwork: quarterly reports, evaluations, annual' reports, requests
for continuatidn,Ito re5ron the most obvious. Program planners would
be wise to allow sufficient time fdr a staff member to do this work.

, The Department of Government Funded Programs will provide management
support for the program and will assist schools with administrative
matters, particularly in deal-ing withthe funding agendy, the Board of
Education, and other central offiCe departments.
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Cwnducting a needs assessment to determine goals, problems, and needs,
and designing a program to.meet the needs should be done before turn-
ing to the task of writing a proposal for a program to be submitted to
government agencies fo'r potential funding. Each funding agency h-as its
town requirements for the content and format of a proposal. If a deci-

. ,sion has already been made on which funding agency to apply to, the
proposal should be written according to thatagent's requirements. If

no decision has been made, the proposal can be written On the basis
of this chapter and can later,be easily modified to fit most agencies'
requirements.

al abstract

The firt part of the.proposal should be an abstract, summarizing the
program's goals and activities. The number and characteristicip of
the target group anl the priority problems and needs should also be
Included. The abstract is not an introduction to the proposal and
should not be used to provide either a background or perspective of
the program. It is a summary (maximum of one page) of information
-contained.in the proposal;, as such, it should be written last.

Although.not all funding agencies.,require an abstract, it should be
included in all proposals, since its Fs of great assistance to the
readers, particularly to memberS of the Board of Education and readers
at funding agencies.
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3. 2 Statemgrrt of Needs.

The purpose of this secfiron isto present the justificationNor the
propdsed program. This is done by summarizing the process and
results of the needs assessment that was conducted as the first stage
in developing a proposal. This summary should include the -following
information:

Statement of identified problem and cause

("Lilliputian students have low self-e'steem induced
by cultural alienation... "),

Methods used to identify problem

4

("...test scores of L.1,911putian students were analy ed.
...attendance and enrollment records for the last Our
years were studied...teachers and parents were surveyed
'...Lilliputian students were interviewed by the -chool

.

psychologist and a member of the assessment com ittee
...pertinent articles in prbfesional journals ere read.")

Data both ob'ective and'sub'ective - demons
nature and extent of the problem

("Lilliputian students are an average 1:5 ears below
grade lavel in all subjects...absenteera e -is. .62 per-
cent higher than the overall school rate ..dropout rate
is 47 percent...Teachers indicated that most Lilliputian
students showed little interest in school and had low
self-esteem...Parents regarded compleri . school as the
most Tmportant concern for their chilre 7 perpent
ranked it #1 of 15 items in the sure y. Their Second
4concerrn was .their children's lack o knowledge oftheir
cultur=a1 heritage...Students And firmer students demon-

. strated severq_alienation from sc .ol, finding it irrele-'
vant and frusgiat-ing. Interviews by the psychologist
revealed low self-esteem and cul ural alienation as the
underlying problems...Scholars both education and
sociology have demonstratqd tha familiarity kith and
pride in one's cultural herita e.are essential for high
self-esteem. According to..., ')

ratiri the

4

Statement of need

("Lilliputian students need a cultural heritage program
to increase thgir self-esteem.")



so'

0

;fp'

Reason forgiving priority to this need

("The successful completion of high school is the first-
ranked goal of 'the Lemuel School community:"W

,

The order and epphasis given to'these items in a proposAl w41I be
determined impart by the requirements of the funding agency, if one
has been selected. 'In this.case, the writers would be wise to also
determine.:the funding agency's priority concerns in edttcation and to
point out any correlat4ns between these and the school's needs.

3. lObjectives
Perhaps ho element df a proposal present's more problems and pitfalls
for writers than ,the objectives. Nearly all government agencies,
concerned with measurability, accountability, and cost effectiveness
in the use,of public funds for education, prefer programs that have'
specific objectives.

A propotal'spbjeatives are the statement of exactly what the prgg*t-
ed program is expected to accomplish, as the procedures section will
indicate how the objectiVes are to be achieved and the evaluation
section will detail how the accomplishments are to be measured. In

effect, the objectives constitute a commitment to the funding agency
that, in return for financial assistance, certain changes will take
place.

Types. There are four, interrelated, types of objectives:

Performance (sometimes known as behavioral) - statement
of anticipated change in learner's performance as a ,

result Of particip tioA in an activity.

MAnagement - stateme t'of anticipated changes in schoo4 l

operation as a result of an activity. -

. - .
Product - statement of the anticipated final outcome Of
an activity.

...

A .
Process - sfatem of intermediate accomplisfiments-

, 4'necessary_to th chievement of.the, anticipated final
outcome. . .. II

All objeCtives are either performance or TapAgement, and product or '.

process, The relationships of these fodr, types arewillustrated by
.the following four examples:

. II, t
. ..

* . --------..--..-.,
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Performance/Product:

Performance/Process:

V

. .

Given 7 months' participation
in an after-school.reading-clin-
ic consisting of 40-minute class
sessions meeting three times
each week, 80 percent of the
pupils will show a onemonth°
gain in reading achievpment for
every month of participation,
as measured bya standardized
reading achievement test.

Given tfie establishment of an
after-s400l reading clinic,
pupils enrollefbefore Novem-
ber I will be in attendance 90 .

percent of the class periods at
least 7 months, as indicated by
the teacher's class attendance
records.

Management /Product: ,Given six months' experience
,using automatic bookkeeping
machines, 99.9 percent of the.,
invOi-,qes reciged by the account-
-0g division,will be processed

. Wifhin 30 dayS of being received'.

By the sixtheekof,the pro-
gram's Operation, six automatic
bookkeeping machines capable dT
processing invoices will be
installed in the accounfrng
division, as,vehified by equip-
ment deliwry tickets.

Every process objective must .be clearly related to a product objective.
Altbtough it is not necessary in all proposals to include process
objectives, their inclusion indicates to the reader that the prdgram
planneos clearly understand the intermediate progress necessary to
meet the prodUcif objective. ,

Elements. Most objectives *are of the performance type. _While there

is some variation in funding agency requirements, nearly all perfor-
mane objectives must contain jive essential elements:

Management/Proqess:

A statement of the anticipated change in behavior, stated
immeasurable terms ("...a grade- equivalent gain of 10
months in reading Comprehension..,." "...more posltive
attitudes toward school as demonstrated by a gain of 441

--LIO or more'points
1

4
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An indication of the activity requited to induce the
chan'ge ("...9 months' participation in the reading
comprehension activity...").

Identi-fication,of the target group and the proportion
of this group that.will,achieve the objective ("...80
percent ofk the grade 4 pupiIst,..").

/ 4

-Specification of the means for measuring the changes
in behavior or performance ('r...on the Hal-Alberts
Test of Readlnq Comprehension posIt4t...").

Indication of the basis for comparison or standard
of measurement ("...as compared to results on-the
pretest...").

The inclusiop,of these five elements will result in a performance
objective similar to the ,following:

Given 9 months' participation in tKe reading compre-
hension activity,.80 perce-nt of the grade 4 pupils will (
show a grade-equivalent gain of 10 months in reading
comprehension on the Hal-Alberts Test of Reading
Comprehension posttest, administered in May, ascom-
pared to pretest results on the same instrument,
administered in September.

Considerations. Perhaps the most difficult part of writing objectives
is to decide on exactly how much change is both desirable and pbssible.
For example, if a grade 4 student has previously gained one month in
reading for each two months in school, COexpect him 4'o attain grad
level in one year would require him to quadruple his rate of achieve-
ment. A more reasonable, but still highly desirable, change would be
To double his rafe Of achievement4-gainifig one month foi- each month
irithe activity. o

Program planners 14aving difficulty deciding upon the optimum degree of
Change should discuss it with staff of the Department of Research and
Evaluation.

Proposal writers should take care .that the objectivq are not tesf"4-
based.' The desired,change should be ir;.-the students' behaVior: as
demonstrated through a test, rather than in the students' abili-ty for
take the partrcultir test. They should alsb avoid writing unnecessary
-or irrelevant objectives.' An objective thtert does not'involve a change
in behavior should be omitted, or, quite possibly, be included in the
Rrocedures,section (e?g.),7"...a reading lab be set up in a class-
r1IPORY.: ").

Objectives V-1,oudd_be written only substaltial changes in behavior.
Instead of writing many small objectives,:they should be combined
into,a`aingle comprehpnsive.objective. At Ile same time, an objective

' 45
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should be limited to change in only one area of ehavior, for only
one subject. 44- would be a-mistake, for instanc to have an objec-
tive that included both reading and math, or both reading and attitudes
toward school.

34 Procedures or Adivities
This section of the proposal is drawn from the program design previ-
ously planned (Chapter II). It describes What will be done in order
to achieve the objectives. The main concernin writing this section
is that the exact procedures that will achieve a specific objective
be directly related to it. (More and more, the preferred format irt

ik proposals is a three- column arrangement, in which the objective, its
procedures, and its evaluation, are placed in a one-to-one relation-
ship.)

.01

The procedures for 'each objective should include descriptions of the'
following: who will participate and how they are,to be selected;

.....organization of the activity; schedule for the activity; instruction
activities to be provided; staffing-for.the activity (sometimes includ-
ing the proportion of staff members' time devoted to the activity);
and required materials, equipment, supplieS, and space.

Structure. Frequently, proposal developers are encouraged to struc-
ture:their proposal on a "component basis. This means that each
objettive,.with its attendant procedures and ,evaluatiOn, is indepen-
dent of the rest of the program, and could be removed *without signi-
ficant4y affecting the other components. In other words, each objec-
tive- procedures - evaluation unit Would constitute a'viable and complete
educational experience'by itself.

--Not alliprograms, however, can be so structured. Often an activity
will help to achieve several objectives simultaneously (e.g., an
activity to raise reading rates may also increase pupils', self-esteem
as a consequence of experiencing success in learning). The decision
on'which-structure to use is the proposal developers', so long as it
is consistent 'with their funding agency's requirements. The component
structure encourages 'precision and,clarity in developing a program;
the iqtegral program should achieve the same qualities.

16

Consid4-ations. In writing the procedures section, the following
'cidettions should be considered:, 4

Are the procedures,consittent with the objectives?

Da the procedures adequately cover all aspects of
the objectives?

I
I
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Will the school be able to complete these procedures?

Will the results of the procedures be meakrable?

Will the procedures result in changes in students'
performance? .

Are,the various components of the procedures organ-
ized in a coherent Manner?

Do the procedures indicatespecinc activities to be
undertaken?

Are the proedures compatible under regular school.
procedures?,

Is a --time line of im41Dentation stated for all
proCedures?

3.5 Evaluation

I

Without a clear, compreiensive plan for evaluating-the proposal, there
is no way to determine how successfuLa program is in achieving its
objectives. Evaluation is the means by which a funding agency, - as
well as the program staff, parents, the community, and the schbol
district can-know how welt a program is operating.

Evaluation has two.main purposes: to determine the extent :Of parti--
cipants' achievement Of .the objectives as indi-catect by changes in
behavior or-performance; and.to provide a detailed picture of the
program's effectiveness, reveaiAg both the successful elements and
the weak points in the'program d-n. The fiFst purpose is concerned
with studc;it performance, the second, with-program management. While
these purposes may overlap at certain points in the evaluation design
and process, the distinction should be kept 1-n pind.,

Kinds and Types. Before considering the evatuation_desigp itself, it
may Pe helpful to clarify some.terms frequently used in discussing
evaluation. 'There are two kinds of evaluation, formative and sumrra-
tive, which are distinguished by their scope, tim.4-65, and use, rather
than by their methods (although the latter may differ considerably).

Formative evaluation, sometimes'termed intervention evaluation, is
concerned with measuring students' mastery of a given, learAin'gunat,
to make certain that the requisite progress has been made before pro-
ceeding to the next unit. The teacher evaluates each student's
achievements, notes the items not yet mastered, and reteaches these
items. On,a programmatic basis, formative evatuatton,determines'

3 1 ,
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the program is operating, identifying deficiencies early and enabling
'fhe program staff to'correct them. Fo'rmative evaluation is a continu.-4
irig process.

Summative evaluation is concerned with determining the results of the
program-at the end of a stated time (yearly or at the termination of
the program). 4t is comprehensive rather thavelective. The results
may be used for modifying the program design in subsequent years (or
in other'schools), but will have,no impact upon the progress of the
student- in the program'at-the time.

The evaluation design is also chara6terized by the basis of comparison
used to measure studentst progress. In an earlier chapter, standards
of achievement were-described at norm- referenced or criterion-refer-
enced. These same terms apply to eva.uation.

Norm- referenced evaluation compares a student's progreskfo that of
a national or local population or sample. Criterion-referenced
evatuat-ion measures a-2:itudentl-s-a-ttaimnent of este-WA-shed-objective,-
for instance, mastery of .80 percent of the words on a vocabulary list.

v /
Zither type of evaluation can be used in a supplementary program,
though it should be noted that the norm group may be an inappropriate
standard of comparison for some target groups, since the laIer.are
by definition not representative.- The type of evaluation to be used
for a given objective will depend upon tha, terms in which the pro-
gram'ssiandards'of'achievement and objeclves haVe belmstated. If

these are in terms of grade.equivalents, percentiles or stanines,
norm-referenced instruments will have -to be used. If they-are in
terms of mastery, criterion-referenced ihstruments are necessary,ir

The basis of reference will determine to some extent the tests ar
.-

evaluatiori-ITistruments'that can be used. In a norm-referenced 1571.-

-am, standardized instruments'tan readily be used, providing 'they
are Suitable for the program's particular target group'of students.
Commercial criterion-referenced instruments are becoming availtable,
but V a criterion -based program, great use likely will have to be
made lof locally developed i- nstrumer4s.

Parts. The evaluation design should establish the following items for

each objective:

'Source of base-line data (pretest results, last year's
/test scores 'school records, etc.)

* Method of evaluatioh (observation, testing, interview,
etc.)'

Instrument to be used (if locally developed, who will
be responsible for developing it)

'
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Frequency and time of evaluatidg (pre-, and posttest,
qu6rterly, monthly, etc.) with appropriate dates

Person responsible for adminis4e'ring.the test or
otherwise conducting the evaluation

Procedures and responsibility for collecting and
analyzing data.

In'preparing the eveluatiOn design, e proposal writers should make
sure that sufficient staff, funds,,a time Are provided for an effec-
-rive evalliation It must not be all ed to occur as an afterthought,
since evaluation is'the only objecti e, detailed method of measuring
the achievement of a pfogram. The results of the evaluation should
be included in a final report.

3.6 DisserninatKon

In recent years, more and more educatorstay.d:?come to recognize dis-
semination as an essential adjunctof educational programs. Dissemi-
nat'i'on is an Organized, planned effort to stimulate fthe exchange of
information and ideas,among all, concerned groups. It serves four
importantimporfant purposes;

It informs yarious groups about the program, its incep-
tion:development, operation,-and impact.

It.helps gain support from the regular school staff, from
parents, and from community groups.,

It stimulates ideas, criticisms (COnstructive), and sug-
gestions from all concerned groups.

It provides valuable information to other school com-
munities faced with similar problems.and needs.

Planning: The extent of a program's dissemination will be dictated
by the nature of the program and the furd4ng agency's requirements,

but every proposal should include some plans for disseminating.
These plans, would Indicate the subjects for dissemination, the various
audiences to be aimed at, and the methods to be used for reaching each
audience:. A time schedule for disseminating and the designation of
a person responsible for implementing the plan would also be useful.
Assistance in developing the dissemination design can be obtained
from the Division of Editorial and Communicit-i* Services.
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Subjects. There are /many subjects available for disseminatic in a

, program. The most common - though not necessarily the best for a
program - are the program design, specific activities, public parti-
cipation, and eva,Luation findings. /In the early stages of program
implementation, it is important to let people know of the program's
existence, its goals and objectives, and its planned activities.
Later on, the students' exAriences (e:g., field trips,working with
computers) and the Contr'e6utions of parents and community members cap
be described, to let people know that the program is operating. As
evaluation findings become available, these can be disseminated, pre-
ferably in a way that will stimulate responses to the program.

Audiences and Methods! There are seven major' audiences fror dissemina-
tion, each of which can be reached through several methods:

Parents: meetings, conferences, letters, telephone
calls, fliers, newsletters

Community: fliers, newsletters, community papers,
presentations at meetings .

S-enool staff: newsietiIrs, inservice and staff
meetings, visits to program

Administrators: reports, meetings, visits

Funding agency: reports, samples of dissemination. materials

Outside educators: mews - letters, reports, journal articles,

presentations at conferences, vieits

General public: local news media.

Considerations. A primary consideration in all dissemination efforts
is the need to tailor the content, format, and language to the audi-
ence. Little is accomplished by inundating parents and community
members with a vast quantity of evaluation statistics, buried in
educational terminology. It is better to summarize and simplify.the
evaluation findings into terms that are accurate and yet understand-
able. Schools in communities with substantial numbers of residents
speaking languages other than English would be well advjsed to dis-
seminate materials in these languages as well.

Good dissemination is usually characterized by six quail ke5:

Clarity -

Validity

...-

Pervasiveness

The information is precisely stateC'
to reach a specific audience.

41
The information presents an accurate

'description of the program.

The information reaches all ofthe
intended audience.



3.7

Impact -

Timeliness -

Practiclity -

The information brings abodt a.
reaction from the intended audience.

The information is disseminated at
the most opportune time.

The information,is presented in a.
form best suited to the audience and
the scope of the subject.

The udget section is where the proposed program is translated into
cos A well-planned budget will insure that the financial support
requested will be adequate to carry out the goals of the project. It

,is one way to review the entire proposal, and is the most important
way of judging its cost 2fctiveness:

-impact. Although it is usually the last section written (except for
the abstract), the budget's impact is felt throughout the proposal,
and, indeed, throughout the program planning. If application is
being. made to a particular source of funding, the proposed budget
should be consistent with the available funds and the likely levels
of funding. This may necessitate a modification of the program design._
However, a proposed program should not be arbitrarily cut up to fit
the available funds. It .is _important that the integrity .of the pro-

gram design be maintainedi, and-if ,this cannot be done for a particular
funding source, perhaps a different source should be found. One of
th'e functions of the Department of Government Funded Programs is to
seer appropriate funding sources for proposed programs.

Development.' A good rule to follow in developirig a budget is to work
through the narrative of the proposal to identify activities and esti-
mate the cost of each item. Every item in the budget should be ex-
plained in the narrative and, conversely, all finantial items.in the
narrative should be included in the budget. Fir instance, if a pro-
gram requires that students visit museums, then the cost of bus
tradsportation shopld be included in the budget. A close examination
of the procedures sec-Non should be helpful in determining the budget.

Nib

The budget is really an estimate 6t,the costs of a program. It will
not be possible to-know in advance the exact cost of certain items,
and their costs will be determined after the program is funded. The
specific staff members will also be chosen after funding, and tbeir.

exact salaries, as determined by their placement on the school
tem's salary schedule, will only beiKnown at that time. Consequently,
the costs of these items must be estimated.

Budget items should be stated in unit costs, rather than aggregate
costs. For exampleiwif textbooks for 2,000 students are heeded, and

35



these cost $5.30 each the bUdget entry shoyld read, ", tbooks atr

$5.30 each x 2,000 students = $10,600." In listing pecsoriftl, the

monthly rate and the number'of months should be included, thus:
"Teachers - 2 @ $1,225 moh x 9.25 months 1.$22,662.50." Describ-
ing budget items in this fanner, instead of simply-saying "Iextbopks
$10,600 or "Teachers - $22,662.50," provides a cle6rer picture of
how costs will be incurred.

Budget items /should be grouped in broad categories, and a'total cost -'

should be given for the entire Category. This enables a reader to
see the proportion of the funds requested to be expended in certain
cost areas and will aid in determinjng the oost effectiveness of the
proposed program. Typcal cost categories'af-e Professional Personnel,----
Civl Service Personn I, Staff Development, Contracted and ConsOltant
Services, Staff Tran portation, Pupil Trahsportation, Nontextual
Materials, Instruction Materials, Food, Fixed Charges (pension,. insur- *1/4

ances, rent, and utilities), Capital Expenditures, Supplies, and
Rental of Equipment.

Certain budget-items involve great costs and dozens of specific units.
It would be awkward to include a long list of specific itlemsAin the
boq,of the budget. In such cases, fist the general in the body

of the budget and refer the reader to an attached List ofspecYfics.

In developing the budget, proposal writers should note those items
which will be contributed by.,:the school-district, either as 'part of
its obligations to each student (maintenance of effort) or in addi-
tidn. This particularly includes in-kind contributions, for instance,
spae of staff time. The department's Division of Administrative
Services can be contacted for information on budgeting procedures,
approximate costs of specific items:and other financial matters.

These seven sections are found in most proposals, sometimes in a dif-
ferent sequence or under different headings. Occasionally, a funding
agency will request other information, for instance, on the involve-
ment of the community in planning and operating the program, or-on
the participation of private, nonprofit schools. When a- decision is

'made to submit "to a particular funding agency; the- praposal can be

. revised to fit its guidelines.

Frequent mention has been made in this discussion of the decision to
apply to a particular funding agency. Lt may be=-helpfd..1 to'clarify

this point somewhat. One purpose of 'the Depar'tment of GovernMent

Funded Programs it to help schools obtain funding for supplementary
educational prograMs. If a school has identified needs that.can be
met only by a governMent-funded progrpm, thepprogram should be devel-.
oped and the proposal written, eventhough a potential source of
funds has not been selected. This proposal can be submitted to the
Board of EducatiQn to approve for submission to- funding sources. If

approved by the board, the department can then seek a source of fund-14
ing for the proposed program.

0
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CONCLUSION ,
AFTER THE PROPOSAL
IS -WRITTEN

I

This discussion has been concerned primari-ly with the process and
problems' of developing a supplementary ed(i ational program proposal
for submission 'to government and private *irides. Once a proposal
has been written, the school community's work is largely finished.
The proposal, however, must gc) through several administrative steps
before it reaches a funding agency for its consideration. It may

be of interest to describe these steps as they usually occur.

The principal of the school submits the proposal to his district
superintendent, who, if he approves it, forwards it to the area
associate superintendent. If the proposal has been developed in
conjunction with any central office departments, for instance Cur-
riculum or Pupil Personnel Services and Special Education, it is also
submitted to them for signoff.

Once all the necessary, ignatures have been received, the proposal is

submitted To the Department of Government Funded Programs, where-if-
is prepared for submission to the Board of Education.

The department sets up a committee to review the proposal. The purpose
of this committee is to provide the proposal writers with suggestions on)
possiblp improvements that can be made in the docujnent. It does not
dictate changes that must be made. The proposal writers decide what
changes, if any, they wish to make as a result'of this review.
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If major substantive changes are made in file proPosal.by the writers,
signatures must again be obtained fromhthe concerned administrators
and departments. Otherwise, the proposal is sent to the Division of
Editorial and Communication Services, here it is edited to conform
to agency guidelines and format, if av liable; and the usage of- the
English language. The editors do not make changes in the content of
the dodument. If they detect discrepencies, the proposal writers are
contacted and th problem discussed. 0.neediting is complete, the
division arranges or final typing and duplication, and distributes
the requisite num er 9f copies to the appropriate people.

,During the editing period, the Department of Research and Evaluation
will review the objectives, evaluation design, and other technical
aspects of the/proposal. Any questions they raise are referred to
the proposal-Writers. Staff of this department wi I I* help the writers
to solve problems in these technical areas, if requested.

Simultaneously, the Diviion of Administrative Services will prepare
a line item budget, based\o?) the budgetincluded-in the proposal.

Before-being submitted to funding.source, .the proposal must
approved by the Board of ,E cation. Thisrequires a board report,
written by the proposal-wri ers and signed by the school principal,
astrict and associate super'ntendentsi and all departments involved
in preparing the proposal. ,Information on preparing a board report
can be obtained from the Division of Editorial Services.), Once the
prbposal is approved by the Board of Education, it can be submitted
to a fAding, agency.

Thi, brie -fFy, is the process of proposal development; long, sometimes
complicated, occasionally difficult, but - it is hoped ultimately
satisfying and rewarding, especially for the children orthe schools.
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GLOSSARY
ABSTRACT A summary of the essential points in a proposal; :usually
a concise statement of the goals, needs, and"procedures.

A ACHIEVEMENT - In education, the-quantity and quality of a student's
work; usually indicates what will be, or has beeh, gained.

3CTIVITY-- An organized sequence 41 edures and actions intended
to induce a specified change-1n periorance. In special educational
programs, an activity is usually r_ lated to a specific objective.

ADAPTIVE - A type of program that uses an earlier program as-a model,
modifying the program design to suit locil needs and conclitiOns.

APPLICATION The legal document requesting assistance from a funding
agency. It contains all the required information. Although some-
times used interchangeably with proposal, its meaning is more limited.

ASSESS - To determine, especially by objeCtive means; used particU-
larly in reference to needs.

-COMMUN1TY.-4n ft4 broad sense, a group of people jn a given geograph-
ical area or field of endeavor with common interests. In education,
usually referslpithe people in a.school's_attendance area; regardless
of whether or ,n hive chitdren attending the school. (See
'School Community.)

CRITERION-REFERE ED - A method of measuring educational progress
through the use of established criteria of,mastery. Students' prog-
ress is compared to their own previous attainments rather than to the
attainments of other students. (See Norm - Referenced.)

3 9
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DATA - Factual information used as 6 ba is for reasoning, discussion,
calculation, or planning. Frequently, a distinctiontis made between
objective'3ata - information derived from precise measurement and
statistics - and subjective data - information drawn from surveys of
opinions, suggestions, or comments.

DIAGNOSTIC TEST - A test designed to determine the specific, le
deficiencies or shortcomings.of a student, used as a basis,for de-
veloping a corrective course of study.

L.
4

DiSPARITY The gap between desired or anticipated achi t and
actual achievement.' Used primarily in cases where.the ctual is less
than the.desired achievement. :,,3

DISSEMINATION - The process of presenting selected information to a
predetermined.audience tor a specific purpose.

DISSEMINATION DEIGN - A plan for, disseminating, detailing the pur-
poses, audience, information, and methods to be used.

4016
4 _-

EVALUATION The process of determinrn the results of a" s'ecific pro-
. .

gram or activity. Evaluation aims to d ermine the degree of effec-
tiveness of the various parts of,a program.

EVALUATION DESIGN A plan for performing an evaitiation.

EXEMPLARY - A type of program,that serves as a,model for,pthers; a
demonstration program.

FUND1NGAGENCY r A governmentaNepartment, agency, or office, or a
private. foundation that selects eroposals and is authorizedto pro-
vide f-Unds for implementation.

GOAL - The Lmowledge, ability,ioi7 values that,studenigl shcould attain;
that which'a school aims to accoMpAish.

GRADE EQUIVALENT A'manner of expressing the results attained on a
standardized test. A grade equivalent indicates theade level,, in
s, t

years and nths, for which,.8 given score was the average score of -'
,

the sampl group used--to standardize the test. ..

GUIDELINES - The reqUireMents, recommendation's, and suggestions of a
funding agency for applications for assistance; do not have the force
of law. (See Regulations.)

.

LODIVIDUALiZED INSTR6CTION - A method of using classrdom personnel,
materials;" and_time to meet the particular, needs of each student.
it fs not a tutorial relationship tpetween teacher and student, but
a personalized programming of instructional activities.

e4
IN-KIND CONTRIBUTIONS - The nonmonetary contributions space,

utipities) of the school district tOa supplementary program, in

4
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adds on to the ditrict's legal Obligation to each student; Not to
be confused with maintenance of effort.

INNOVATIVE A tylNe- of program that offers a new, different solution
to an edyceflonal problem. "gr

- 41

-" MAINTENANCE OF EFFORT - The obligation of the school district to pro-
vide each'child with the same amount of financial support that he
would be entitled to in a regular program. A supPlementaryprogram-

addition to the maintenance of effort.-
40 r-

NEEQ - That which is requiredto overcome a diparity in achievement
or to solve a problem.

NEEDS ASSESSMENT - The identifiption of educational pr6blems and
their causes, and the determination of how they can be solved.

WORM The midpoint in the full range of scores achieved,- -the sample
"population.on a V-andardized test. It is the average score obtained
by the norM group students.

NORM GRC/UP A-carefully selected representatiye sample Ceither local
or national) of students that take a test; the results are usedvto
determine the norms for the test. This process is known as stan-dard i-c

.1-

NORM-REFERENCED - A meth6d of measuring educat4 progress by com-
paring a student's score on a standardized test ith the scores
a hieved by the norm group. This mdthod measures students' achieve-
m nts against that of other students. (See Criterion-Referenced.)

OBJECTIVE A statement of the olgxelPable or measurable Change in be-
havior-that is expected to result from theirrictIemeptation of a speci-
fic'activi>14. :

-%1 or
.*4111

PERCENTILE RANK - the percent of norm group students who 5cored.at or
below a particular score on a standar4ized test. It is not thebper-

.. cent of questions a pupil ,answers correctly., Separate percentile
ranks are no6aliy developed for each grade and for a particular time
of year. -, .

PROCEDURE The way in which a program is organized in order to achieve;
an objective. '(;.See Activity.)

,

PROGRAM - An organized series of activities designed f6 achievea par;
tIcUlar Teel. Inireducailion, refers to the curriculum and rerated
activities. (See Proect.)'

PROGRAM BCIDGET - An itemized statement of the necessary program coStA,

PROGRAM, -SUPPLEMENTARY - A prog?am which is provided in addition to,4,1'
not instead of, a regul5r educational program.

-S-: 0
.- .
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.PROJetT -'A specific plan'to achieve a definite objective. Unlike
a program, alpro4ect has a clear terminal point: once the objective ,

is achieved, the project ends.

I

PROPOSAL - A design for an,educational program or project intended
for submission to a funding agency. A proposal may serve as an
application for funding, or max be included in an applica'tion.

PROPOSA DEVELOPMENT - The three-stage process of assessing needs,
planningra pro,gram or project,.and writing a proposal.

REGULATIONS - The legal' rules established by the governmental agency
to imOeMent a legislative act.

SCHOOL COMMUNITY The individuals'and gro0ups interested in a school.:
includes tje schogl's administrators, teachers, 'and other staff; stu-
dents; parents of students in the school; members of school an com-
40nity organiza#ions; and interested residents in the school's
attendance area. (See Community.)

.STANDARDS 01',ACHIEVEMENT - The criteria for determiling if a goal has
been reached.

STANINE A S--Core.on a nine-unit'scale, with 9 as highesTA, 5 as aver-.,

age, and 1 al lowest. The distribution of test results is divi 'ded'
into nine approximately equal secti0ns.

SUPPLANTING - In special educitionar programs, the use pf supplempn-'
tary funds,to meet the school *trills legal obligations to its
students. (See Program, Suplementary.)

TARGET - The group of *tudents, staff, schools:, or educational fields
that'are identified for supplementary ass,istance:'

0
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INSERVICE
TRAINING

PACKET

This material offers an opportunity for a practical 'review of the se-
quence of events involved-in developing a proposal. It is intended
neither pk. a test nor as a form that, when completed, will result in a
proposal. It is, rather, an inStructional aid that can be used by indi-
viduals or by groups in workshops or inservice meetings.

Several items require information that may not be readily available. In

those instances, a reasonable estimate or an educated guess will be suf-
fieient. The purpose of this material is simplyto familiarize the
reader with the process of proposal development.

I
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`1. THE NEEDS. ASSESSMENT

.I.L List five oi six possible goals for the students in your school.

4,

7,

I
L-

t
I

4

What groups in your school community would you ask to rate thee,-
goals?,,

., f. ,,

,What methods could you-best us'

.
.k:

1,

.,

to have the
\

goals rated?-

Rearririge your list of goals in what you think might be a likely
-priorrty'Order, based on the ratings of the various groups-.

, .

, 2

;
.-

..

t p

,

1

..........

4
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p

Using'your first-ranked goal, write a specific standard of
achievement.

1.3 What are some specific'.sources of data for determining the stu-
dents' current state-of lochievement foryour first priority goal?

Ai

a

Using this data, make an estimate of the students' current
achievement.



1.4 What 'is 'the existing disparity between desired.achievemen't and
cui-rerl achievement?

41

List, as many likely causes as possible for this disparity.

1.5 Select two causes from your list and state a specific need for
each.

-4)

2.



.0"

1.6 Recapitulate by listing your

Priority Goal

Standard of AchieVemdnt

4

Current Achievement

Degree of Disparity

Cause of Disparity

Statement of Need

1

What actions would be neAssary to meet these needs with local
resources?

(

4

1



2. PLANNING A SPECIAL .PROGRAM ;

:2.1 Identify.the groups in your school commmnity that you believe
should participate in planning your project.

C

2.2 State two or tree preliminary objectives for meeting your need.

I

2.3 Identify the category or categories'(pp. 16-17) in which your pro-
gram is most likely to fit.

2.4 Who is yT.ir target group?

4

5
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What criteria should be used for selecting the actual participants?

411

2.5 What activity or activities will meet your target need?

(

2.6 Identify all staff needed to implement your activities. Which
will be supplementary?

4

411

.



1
For one of the supplementary positions, indicate" the duties and
minimum qualifications.

2.7 Select one program activity, and indicate the several time factors
discussed on pp. 18-19.

What.methods of grouping target students should be used for your
activity?

Indicate .possible criteri for grouping students in.yoUr activity.

7



/

to

c

Whet provisions should be made for staff development in your program?

1

,-.

\

,
C,

.1.

2.8 What special features are required for your program (shops, access,
ventilation, location, plumbing or lighting facilities, furniture,
etc.)?

f

e



Where, in your school, cot/4d this program be located?

List any particular equipment that is essential for your program.

What instruction materials,are required for your program?

rt

2.9 Who should run your program?

9

9



Does your program meet the three basic requirements for'government
funded activities described in section 2.2?

If not, what changes could you make to meet the requirements?

.10
.

1

0,

e

i

01.

...

to.

.

...
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a WRITING A

3.1 -Write the abstract last:

GOVERNMENT FUN DING

3.2 Write a stat ement of need for.your proghm, as developed above,
* that includes:

Identified problem and cause
Methods used to identify the peobieM
Pertinent data
Statement of need
Reason for giving (*his priority. .04

This should be based upon your work for sectiont 1.2-1.6. Any
information you do not have for. this exerctse-tshould be invented,
to reflect the kinds of information you would have for an actual
program.

4.
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1

3 After referring to ydur preliminary objeCtiveg(5ection 2.2),
write one speCific performance /profit objective 'for your program.

. ,

S.

Does your objective contain -the foir essential

Is your objective realistic?
Is it substantial and comprehensive?
Is it limited to or area errbehavior
Is it limited to one subject?

4

I

1

elements . 20?

A
Are your objectives perm-:,refereRced or criterion-reference

I
-

Is this consistent with your standards of achievement?

a.

0

***
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-1.4- Des'cribe briefly the procedure or Itiyility required to achieve your
objeftive.

! -

4

I

Test your procedyre -against the questions on'pp.28-29.
need to males any changes in yOur-procedurei What arethey

4

IP ,

3.5 For-your objective,,decribe how you will determine the
4-

partici-
pants achievements. Aake sure that your evaluation design con-
tains the 'six,essential p'arts (pp. 30-31).

.

e,

I

ye

13'
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14

1.

IRL

.

AP

ypur evaluation design formative or summative?

' ,

a

%

.,

WilL'ic MeasUre achievement of the'objective?

s, I

If your program is norm-referenced, rewrite your objective and
evaluation design in'cri,terion-referenced terms; if criterion
referenced, rewrite Irl norm-r'eferenced terms.

p

1

41
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.3.6 For your program, list the likely subjects for dissemination --

;

. /

1

,

the audiences that you would like to_reach --
0 ,,-

e

- a

v..%

1 a -

/

e

40
and the bestmeans of reaching each audience.

4

i

%

o
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3.7 Using the attached budget,sheet,draw up a.tentative budget
yoi,tr program. (Esiimatelas necessary.)

r What is the total cost?

3

16

Of

A-sume that yodr budget must be reduced by 30 percent. What
-specific modifications would you make in your program?

t

3.1 Wow write a one-paragraph abstract of your program.

' .

4

I

r

I

I
,

r
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PROFESSIONAL PERSONNEL
No.

BUDGET INFORMATION

Title

CAREER SERVICES PERSONNEL
No. Title

Salary /Year

Total Annual Salaries

INSERVICE TRAININGJEXTENDED,DAY (Indicate one)
No. hrs./ Rate/hr.

No. Title ilays/wks. day/wk.

Salary/Year

Total Annual Salaries

Total
CONTRACTED AND CONSULTANT 'SERVICES ,

Type Rate ,1

INSTRUCTION MATERIALS

Textual.
Nontextual:

RENTAL

Space

,Equipment

PUPIL TRANSPORTATION

FOOD

Breakfast
Lunch
Snacks

V

No. of Pupils /, .Rate

No. of Un(ts

Air

No. of Pupils o- No. of Buses

No. of Days No. offPupils

Rate/Unit

Rate

AUTOMOBILE REIMBURSEMENT

No, Title Rate

r ' I

SUPPLIES

OTHER

. .

T6tal

Total

Total.

Total

Total

Total

TOtal'

Total. 4

GRAND TOTAL


